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1. Procurement
i ‘ 4 The Personnel Division, Persomel and Administratiwe Branch, CIG,
is charged with:
(1) Maintaining, in coordination with the Finance Division, current
datn showing authorized existing vacancies (both grades and positions
in all CIG offices and Staff Sections.
(2) Close and constant coordination with CIG offices and Staff
! % Sections to determine priority of personnel requirements to in-
| sure continued efficient operation,
- (3) Obtaining from the Civil Service Commission approval of job
; classifications. covering all.CIG civilian positions requiring
such approval. '
() Determining, and maintaining constant contact with, all avail-
able potential sources of qualified individuals to fill authorized
CIG vacancies. Such contacts will be continually exploited to the
extent necessary to insure availability of qualificd individuals
to fill vacancics as they occurs
(5) Close coordination with the Security Division, Perscnnel and
Administratiee Branch, CIG +to expedite to the fulle st possible
extent all action in connection with final security clearance of
prospective employéese
(6) 1Initial contact with prospective employees and expeditious
‘ completion of all administrative action required to employc those
found qualified to £ill authorized vacancies. v
4 (7 Obtaining approval of aﬁpropriate Office or Staff Section - ' %
Head prior to hiring any employee to fill an authorized vacancy,, k
except for clerical and administrative positions in grades CAPF-1
to CAF-5, iﬁclusive, whigh nay be filled without reference to the
Office or Staff Section concerned. . ’ ‘ ’ é
be Office and Staff Section Heads arc charged with:
(1) Initiating Forms No. 37-8 (Recruitment Request) in triplicate,

~covering personnel requirements to f£ill essential authorized vacari-

~ cies, and 37-3 (Personnel Acﬁion Request) in duplicaﬁe, c overing

\

employment of acceptable individuals, and routing the forms to

the Personncl Divisi
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(2) FMnal interview and dcceptanco or rejection of prospectiva
cmployecs to fill vacancies under their Jurisdication, except

clerical and administrative personncl to be appointed in grados

CAF-L to CAF-5. inclusivo,
| (3) Providing advice and assistance in the preparation of job
classifications.
(k) Malking no commitments rogarding employment or salary to
individuals who may he contacted dircetly prior to rcfercnce to
Personnel Division.

20 Proceésing Procedurcs,

8o Complete Forms 57 (Ap:plication for Employment) and 38-1 (Personal

History Statement) will be obtained from prospective cemployee by
Personnel Division.

2« In cases where clerical and administrative positions in grades
CAF-1 to CAF-5 inclusive are involved, qualification of applicanh
to hold position will be determined by Personnel Division, and, if

! found qualified, Form 38-1 sent to Security Division for sccurity

clearancce

Co In cascs other than those specified in par, 2b- above:

(1) Forms will be scnt to Office or Staff Section when appropriate

1

vacancy exists rcquesting recommendation for or against cmploymnient
and, if acceptaﬁle, indication »f grade and position to be filled.
(2) Upon return of papers to Personncl Division, if applicant is
acceptable ; final determination of qualifications to f£ill grade

[ o : and position recommended will be made and Form 38-1 sent to
Security Division for sccurity clearance. |

(3) Cases involving disagreement betwoen the using agency and
the Personnel Division will be sent by the Executive fof Personnel
and Administra”oion; together with full statement of facts, to the
Executive Director for aecision, if the Executive for Personnel
and Administration cannot arrive at an agreement with the
requesting offices

.(h) Pcfs'onncl Division will initiate all rejection notices to

‘applicants, v ‘ ‘ i

I

(1) Immediately upon recelving security clearance 5 action to com-
plete employment processing wi]_.l‘ be expedited by Personnel Division

. and employce assigneds
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(2) If Socurlty Division rccommends against cmploymcnt 3 EPPro~
priate notification will be sont to applicant by Personnel Division
and caso closed.

(3) fny disagroement between Security Division and/or Personnel
Division and Officc or Staff Heads will be roferred to the Exccu-
tive Dircector for deeision, in the event the Executive I or
Porsonncl and Administration cannot arrive at an agreoment with the
requesting officc,

Personncl Division will obtain sufficient information from the

Finance Division to keop budget restrictions on personnel pmrocurement current

at all times., Individual cases will not normally be referred to the Bidgnte

Division for cloarance,

L

5,

Approval of Personnel ictions.
2e Delegation of JAuthority dated September 6, 19)46; signed by the
Director Central Intelligence authorized the Chief, Personncl
Division, to approve personnel actions for the CIG., It is the
responsibility of the Chief, Porsoﬁnel Division, to ascertain that
CIG policy and the standards cstablished by the Civil Service
Comnission are observed in conncction with the cmploymen’t of all
vouchered civilian cmployccs.
be (1) The Chief, Personnel Division, Persomnel and Administratiwe
Branch, may take final action for the Director in cases involwing
grades CAF-1 to 12 inclusive, and P-l to P-5 inclusive, Iro-
vided the head of the intercsted Office o;; Staff Section concurs,
(2) The Executive Director must approve for the Director
final hiring in all cases involving grades from CAF-13 to
CAF-15 inclusive, and P-6 to P-8 inclusivee. Concurrence of ..
thé head of the interested Officc or Staff -Section will. bhe
obtained by the Personnel Division prior to presentation to
the Executive Director for decision. |
(3) Any doubtful cases and those involving disagreement between
the Personnel Division and the Office or Staff Section Head
concerned, will be referred to the Executive Director for
decision, in the event the Exccutive' for Personnel and
Adm_nlstretlon cannot reach a sta_lsi‘actory agrcement W:Lth
“the request:mg office, B . s ’

Transfers and Rcclass:.f:_cat:_on of P051t:.ons.

Actlon to scoure reclass:.flcatlon of establlshcd posro:.ons and~
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handled gcnorallyvin tho same menner as indicatcdxébove, except for

seceurlty checkse No action on the part of individuals or Office and

Staff loads is required to offect automatic within grade salary increases.
6y Terminations.

Request for termination of employment in the case of any
erployoe will be initiated by the appropriate Office of Staff Scction
Head on Form 37-3, and forwarded to the Personnel Division accompanied
by a detailed statement of the reasons for recommending termination,

Upon receipt of such request, Porsonncl Division will take appropriate

action in accordance with existing regulations,

: 25X1A
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Depuly Dxceutive for:Personn
tnd Adrminisdrotion. ...

HOTE: This document is classified "STCRET" only hecause
of the subject rather than +he contents.

SECRET
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L ,
The Personnel Division, Perserinel and Administratiwe Branch, CIR,

is charged wi‘ch-‘

kS

datn uhomnp authorlzcd existing vacancies (l;
kl
&

,tl
,,,,P

/, "in all CIH offices and Staff Sections.

1

(2) Closv and constant coordination w1th CI&offlcos and Staff

E : uectlons\{:o determine priority of pcrsonr;el ‘requirements to-in~-
}\\\ sure cont"::‘nued efficglent operation, “,' \\?-’{l\:‘
)f; (3) Obtan%u.ng ’ ce Commission Yp ;gvali's’f job
’ classificgtions vilian positionéff-cquiring
such approval. S
(L) Dc’i:(.é;/minin onstmt coanact with, all
ab%tential \1 .éivu‘uals to fill a

Y

/ }ﬁwancies. Such contactsiwill/be contlnually exp, fted to the
; L / ,

j &

i xtenz.t gtessary to indurd\ avail ility of qualifig

individuals
tg\fj ll vacencies as they o 2CUre
(b) Close coordination w:Lth the Security Dfvision, Perscnnel and
Ldministratiee Branch, CIf to expeditg/to the fulle st possible
extent all action in connection with final securits'r clearance of
prospective employecsa
(6) Initial contact witﬁ prospective employees and expeditious
completion of all administrative action required to employc those
found qualified to f£ill authorized vacanciess ‘
(7) Obtaining approval of appropriate Office or Staff Section
- Head prior to hiring any employee to fill an authorized vacancy,,
except for clerical and administrative positiéns in gradés CAF-1
to CAF-5, inclusive 3 wh:.ch may be i‘:.lledw:.thout reference to the v
Office or Sta_ff Section concernede ’
bo Offi‘ce and Staff Section Heads arc charged with:
(¢B) .Initiating Forms No. 37-8 (Recruitment Request) in triplicate s
covering personnel requirements to fill es ssential ‘authorized vacan-—

cies, and 37-3 (Pcrsonncl Action chueot) in duplicate, covcr:mg

: ‘employment of acceptable individuals, and Iou'b:l.ng the forms to
Approved or Release 2001/07/16 CIA- RDP81 00728R000100050044 1
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(2)  Final interview and acceptance or rejection of prospective
omi)loyces to fill vacancics under their Jurisdication, except
clerical‘and administrative personncl to be appointed in grades
CAF-L to CAF-5 inclusive.

(3) Providing advice and assistance in the preparation of job

* classifications.

(L) Malding no commitments regarding employment or salary to
individuals who may be contacted dircctly pricer to refercnce to

Personnel Division.

Processing Procedurcs,

o

Complete Forms 57 (Application for Employment) and 38-1 (Personal
History Statement) will be obtained from prospective cmployee by
Personnel Division.

In cases where clerical and administrative pesiticns in grades
CAF-1 to CAI;“-S inclusive are involved, qualification of applicant
to hold position will be dotermined by Personnel Divisicn, and, if
Tonnd qualified, Form 38-1 sent to Sceurity Division for security
clearance,

In cascs other than those specified in par. 2b above:

(1) Forms will be sent to Office or Staff Section when eppropriate

vacancy exists requosting recommendation for or against employment

. and, if acceptable, indication of grade and position to be filled.,

(2) Upon retum of papers to Personncl Division, if applicant is
acceptable , final determination of qualifications to fill grade
and position recommended will be made and Form 38-1 sent to »
Security Division for sccurity clearance.

(3) Cases involving disagreement between the using agéncy and

the Personnel Division will be sent by the Exccutive for Personnel -

and Administration, together with full statement of facts, to the
Executive Director for decision, if the Executive for Personnel
and Administration cannot arrive. at an agreement with the

requesting office.

(L), Personnel Division will initiate all rejection notices to

. applicants,

g

(1) Immediately upon receiving security clearance, action to com=

‘plejbe employment pr"ocessirig will be expedited by Persomnel Division

anci cmployce assignede

¢ Release 2001707116 : CIA-RDP81-00728R000100050044
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priate notification will be sont to applicant by Personncl Division

and casc closed.

‘, o (3) Any disagrcement between Scourity Division and/or Personnel

Division and Office or Staff Heads will be refcrred to the Execu~

'tivo’ Director for decision, in the event the Executive for

Personnel and Administration éannot arrive at an agreement with the

requesting officu,

‘ 3¢ Personncl Division will obtain sufficicnt information from the

v Finance Division to keep budget restrictions on personnel jrocurcment current

at all timgs. Individual cases will not normally be referred tc; the Eadgnte

Division for clecarance,

l» Approval of Personnel fActions.
2>  Delegation of Authority dated September 6, 19L46, signed by the
ircetor Central Intelligence authorized the Chief, Personncl

Division, to approve pcrsonncl actions for the CIf. It is the

responsibility of the Chief, Fersonnel Division, to ascertain that

cr ﬂpollcy end the standards established by the Civil Service

Ceunission are observed in connection with the employment of all

vouchered civilian cmployces.

b, (1) The Chicf, Personncl Division, Pcrsonmnel and Administrative
Branch, may takc final action for the Director in cases invelwirg
grades CAF-1 to 12 inclusive, and P-1 to P-5 inclusive sy O
vided the head of the intercsted Office or Staff Section concurs, - :
(2) The Exccutive Director must approve for the Director

final hiring in all cases involving grades from CAF-13 to

CAF-15 inclusive, and P-6 to P-8 inclusive. Concurrence of R
the head of the interested Office or Staff Section will be
obtained by the Personnel Division prior to presentation to

“the Exccutive Director for decisione

(3) Any doubt:f.‘ul cases’ and those J'_nvolving'disagreement between

the Personnel DlVlSlon and the Off:.ce or Stai‘f Seot:Lon Head

e R e

QT s

concerned, w:Lll be referred to the Executive Director for

decision, in the event the Exccuta.ve for Pcrsonnel and
Adminiétration cannot reach a staisfactory agreement with
the requestihg office,

5. Transfers and Reclassification of Positionse

. . Action to sccure reclassification of establi'shed pos:l.tlons and’
Approved For Release 2001/07/16 : CIA-RDP81 -00728R000100050044-1 - _
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L handled generally in the same mamner as indicated above y except for

seeurity choeck, No action on the part of individuals or Officec and

Staff Heads is roquired to effect automatic within grade salary increascs.
. ' 6. Terminagtions.
‘ . Request for termination of cmployment in the case of any

cmployce will be initiated by the appropriate Office of Staff Scction
Head on Form 37-3, and forwardz:d to the Personncl Division accompénied
by a detailed statement of the reasons for recommending terminations

Upon receipt of such request, Fersonnel Divisién will take appro‘priate

, : action in accordance with existing regulations, ,
(. ‘ 25X1A
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Deputy DIxecutive for:Personn
tnd Administration. .. 1

HOTE:  This document is classified "SDCRET" only because
of the subject rather than +the contents.
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CENTRAL INTELLIGENCE GROUP

PERSONNEL AND ADMINISTRATIVE BRANCH

INTER-OFFICE ROUTING SLIP

 FROM

T0

INITIALS | DATE

EXECUI'IVE FOR PERSONNEL AND ADMINISTRATION

X- DEPUTY" EXECUTIVE FOR PERSONNEL & ADMINISTRATION

CHIEF, PERSONNEL DIVISION

CHIEF, FINANCE DIVISION

CHIEF, SERVICES DIVISION

CHIEF, SECURITY DIVISION

CHIEF, PROJECTS SUPPORT DIVISION

CHIEF, COMMUNICATIONS DIVISION

CENTRAL. RECORDS

____ APPROVAL - INFORMATION
‘__; ACTION ' RETURN
RECOMMENDATION | PREPARATION OF REPLY
. SIGNATURE CONCURRENCE

' REMARKS:

o g%;w&‘m :

DIRECT REPLY .

DISPATCH

TOP - SEGRET ECRET / 'CONFIDENTIAL ~ RESTRICTED - UNCLASSIFIED

ha )

Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050044-1

25X1A



Capg
Mo bl
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CIG ADMINISTRATIVE ORDER- 25X1A

PERSONNEL ACTIONS AFFECTING CIG CIVILIAN EMPLOYEES
" WHO ARE PAID FROM VOUCHEIED PUNDS 25X1A

1. Procurement .
8+ The Personnel Division, P & A Branch, CIG, is charged with:
o tordiinelin, wndl e Frisniie Devicin,
(1) Meintaining,ourrent date showing authorized existing vacancies
(both grades and positions) in all CIG offices end Staff Bections.
(2) “loss and constant coordination with CIG offices emd Staff
Sections to debermine priority of personnel I;unirvments to insure
continued efficient opefation.
(3) ‘Obtaining from the Civil Service Commission approval of job
olasgifications covering ell CIG civiliah positions requiring
such spproval,
(4) Determining, and maintaining constent contact with, all avail-
able potential sources of qualified individuals to fill suthorized
CIG vacanoies. Such contacts will be continually exploited to the
extent necessary to insure availability of qualified individuais
; to f£ill vaocencies as they ocour, |
: : . (5) Close coordination with the Seourity Div;.sion, P & 4 Branch,
5‘ CIG, to éxpedi‘te to the fullest poss;lble extent all action in
I AN ‘ connection with final sécum’.ty clearence of prospective employees.
| ' ' (6) Initial contact with prospective employees and expeditious
cox;iple'bion'of all adninistrative action required to employ those
| ‘ , found qualified to £ill authorized vacecies. ‘
| (7) Obtaining approva.llof appropriate Office or Staff Secti:on Head
prior to h:?.ring eny employee to fill em authorized vaoandy, except

for oclerical and administrative positions in grades CAF-1 to CAF-5,

inclusive, which may be filled without refe;'énce to the Office or

Staff Séction concemed,

S
™
N
.
)]
R
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b. Office mdStaff SJeotion Heads ere charged withs
(1) Initiating Foms No. 37-8 (Reoruitment Request) in triplicate,

; covering personnel requirements to £i11 esuentiﬁl authorized vaoan=

oies, and 37-3 (Personnel Action Request) in duplicate, covering
employment of acceptable individuals, and routing the forms to
the Personnel Division for aotion.
(2) Final interview end acceptance or rejection of prospective -
employees to fill vacencies under their jJurisdiotion, except
clerical and adminisfrative persomnel tc be appointed in grades
CAF=1l to CAF=5 inclusive.
(3) Prévi‘ding advice and assistance in the preparation of Job
classifications.
(4) Making no commitments regarding employment or salary to
individuals who mey be contacted directly prior to reference to
Persomnel Division.

2. Processing Procedures:

&, Completed Forms 57 (Applicetion for Employment) end 38-1 (Personal
History SAtatement) will be obtained from prospeotive employee by
Personnel Division,

b. In cases where clerical end administrative positions in grades
CAP-1 to CAF=5 inclusive are involved, qualification of applicant
to hold position will be determined by Personnel Division, end, if

. found qualified, Form 38-1 sent o Secﬁrity Division for sewvurity
clearance. o

8. In cases other than those speoified in par. 2b above:

(1) Forms will be sent to Office or Staff Seotion when qbpropriate

vacancy exists requesting recommendation for or ageinst employmsn'b

and, if acceptable, indication of grade and position to be filled,

e X ot e

(2) Upon retum of papers to Persomnel Division, if-applicant is -

aooeptable, final detemination of quelifications to fill grade

and posi'b:.on recommended will be made end Form 38-1 sent to

‘Security Division for security clearance. g%@w .
. G

R Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050044-1
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(3) Cases involving disagroement betwsen tho using agenoy md
the Persomnel Division will be sent, together with full statement

of faots, to the Exeoutive Director for deolsion, f 4K Ediwuliic i
Pra canuey aarces Y am grtiantn nnld e ——
(4) Personnel Division will initiate all rejeotion notidwvs %o
applicants,

4 (1) Immediately upon reoceiving seourity olearsnce, action to come
plete employment processing will be expedited by Personnel Division

and employee assigned.

(2) . If Security Division recommends against employment, eppro-
priate notification will be sent to applicant by Personnel Divi-

sion end case closed.

(3) Any disagreoement between Security Division end/or Persomnel

Division and Office or Staff Heads will be mferredlto the Exeou-

tive Direotor for deci‘sion,‘;, o 9 M o &/A“.Z:w /r-r FPa .

3. Persomnel Division will obtain sufficient information from the -Bw
Division to keep budget restrictions on personnel procurement current at all
times. Individual cases will not normel ly be referred to the WMﬁsion

for clearsnce,

4. Approval of Personnel Actions.

&8+ Delegation of Authority dated September 6, 1946, signed by the

Director Central Intelligence authorized the Chief, Persoﬂnel Division,

to approve personnel actior_xs for the CIG., It is the responsibility of

the Chiei",. Personnell Division, to ascertain that CIG policy end the

standards estab]_.ished by the Civil Service Commiasion- are obsefvéd in

connection with the employmeﬁt of all vouchered civilim employess.

b. (1) The Chief, Persomnel Division, P & A Brench, may téce final
gotion for the Director in cases involving grades CAF-1 to 12
inclusive, and P=1 ‘to P-5 inclusive, pmﬂ.ded the head of the

interested Office or Sta.f.'i‘ Seetioﬁ concurs,

Approved. For Release 2001/07/16 : CIA-RDP81-00728R000100050044-1
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(2) The Excoutive Director must approve for the Director final
hiring in all cases involving grades from 'qAF-ls to CAP-15

inclusive, and P=6 to P-8 inolusive. Concurrence of the head of

the interested Office or Staff Seotion will be obtained by the
Persomel Division prior to presentation to the Hxecutive Direotor
for deoision.

(3) ‘Any doubtful cases and those involving di sagreement betwsen

the Personnel Division and the Office or Staff Section Head con- x

cemed, will be referred to the Executive Director for decision,

Ko Thor gt Foe Lk w Pxoc. M\M
Qo AAAKJL .
B, Transfers snd Redlassififlati®n of Positions. ;;
Aotion to secure reclassification of established positions and trems-
fers of individuals between 0ffices or Staff Sections will be handled generally
in the same menner as indicated above, except for security oneck. Mo ‘Léz;é-a

s ,CA( - A .-vu,(anuld.ct/L o &f}/ﬂq el (‘,Z,A/ZL Mtodls i r'.,u/-, ‘cuc(/

e pfeed lLLL/?o’#Ltt,f wtlf., 2ol
% 5e Terminaniogs. Jueds aeban vndaiee.

Request for termination of employment in the case of any employee
will be initiated by the eppropriate Office of Steff Section Head on Form 37=-3, .
and forwarded to the Personnel Division ac;oompanied by a detailed statement of
the reasons for recommending temina.tion. Upon receipt of such request,
Porsonnel Division will take appropriate a;ction in asccordence with existing

regulations,

L memem s e
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CENTRAL INTELLIGENCE GROUP
INTER-OFFICE ROUTING. SLIP
(Reviged 10 Sept 1946)

FROM ‘ TO | INITIALS | DATE

DIRECTOR OF CENTRAL INTELLIGENCE

EXECUTIVE TO THE DIRECTOR

SECRETARY TO THE DIRECTOR

vg
/ EXECUTIVE OFFICE: ASST. E)(ECUTIVE DIRECTOR

ADVISORY COUNCIL

@ EXECUTIVE FOR PERSONNEL & ADMINISTRATION v

CENTRAL RECORDS 25X1A

=
QCHIEF, INTERDEPARTMENT AL [ % ///ﬂd»(/

ASST. DIRECTOR, SPECIAL OPERATIONS

ASST, DIRECTOR, RESEARCH & EVALUATION

ASST, DIRECTOR, COLLECTION & DISSEMINATION

CHIEF, SECURITY BRANCH

___l_A?QVAL INFORMATION  DIRECT REPLY

- _VACTION @ RETURN COMMENT

; RECOMMENDAT TON ___PREPARATION OF REPLY ___ FILE

| ___ SIGNATURE ___CONCURRENCE DISPATCH

» ¢ 25X1A
{ REMARKS: A/ &

‘|

’
’
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DISPOSTTION FORM \0
. FROM | T0 | DaTE FROM | To | DATE
‘ DIRECTOR OF CENTRAL INTELLIGENCE CHIEF, CENTRAL REPORTS STAFF
I DEPUTY DIRECTOR, C.I.6. W. Europe-africa Branch
ASS ISTANT TO THE DIRECTOR E. Europe~USSR Branch
: SECRETARY, N.l.A. : Middle East-Ingia Branch
{ X - Exeoutive Direotor, CIG Far East-Pacific Branch
! CHIEF OF OPERATIONAL SERVICES Western Hemisphere Branch
x "84 [Advisor for Mansgement, TOAPS
: CHIEF, CENTRAL PLANNING STAFF ADMINISTRAT IVE OFFICLR
Policy & Review Branch Personnel Branch
: Informat ion Branch Budget & Fiscal Branch
Intelligence Branch . Administrative Services Branch
4 Security Branch : Ccentral Records
: Support Branch Security Branch
REFERENCES: ENCLOSURES: ACTION DIRECT REPLY

RECOMMENDATION COMMENT

SIGNATURE FILE
INFORMAT 10N NOTE
RETURN MAIL

NRRRN,

PREPARATION OF REPLY

REMARKS:

Attached are -- 25X1A

1. My pencilled note to | <=tea 17 November on proposed
procedures governing personnel actions on vouchered funds.

2. Your memo dated 19 November on same subject.

3. Memo from Mr, Saunders, Chief, Finance Division, dated 3 December
covering our oriticisms.

4. New draft of administretive order presented by Finance Division to
be substituted for that previously submitted. ’

5. Draft prepared by me which I recommend be accepted and published in
lieu of the two previously submitted by P & 4.

25X1A

(Continue "Remarks" on back, if necessary)

TOP SECRET SECRET CONFIDENTIAL -

(216-5)

e 1
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#

19 November 1946

" STATINTL

menoiANDUN For [ cxcorme ror
PERSONNEL AND ADMINISTRATTON |
STATINTL

1. Attached mem ry in its present form. Tt
should be referred to for revision under his super-
vision. I concur in his remarks and add the following:

2. Reference paragraph 2a, the authority should be cited.

Also, paragraph 2 appears to be a policy statement; as such, it is P
incomplete. If infers that the Chief, Persomel Division, is the ’/
sole appointing authority within C.I.G. 5 this is not so. For ex~ '
ample, the Director or Deputy will pass on certain appointments;
Assistant Directors or their representatives will have to concur in
others; you are reviewing all appointments grade CAF-10, the P grade
equivalent, and higher. If this is to be a policy statement let!s
make it complete. STATINTL

be. Paragraph 3a is vague along the same lines, Whenever STATINTL
you publish a new administrative memorandum pertaining to any subject
of previous administrative memoranda on the same subject, it should be
referred to if the two are consistent, and if not consistent, previous
memoranda should be rescinded or revised.

C¢e Instructions for transfers paragraph 6, this memo) are
contained in Administrative Order I

d. Also, has this Administrative Order been checked through- -7
out against C.I.G. Administrative Order N 'Organization and ,
Functions of the Personnel Division", particularly with reference to
paragraph 7.

€+ Reference rejection of personnel, paragraph le, you have
an unnumbered memorandum containing instructions on how rejections will =
be handled. To repeat, whenever a new administrative memorandum is
published it must be thoroughly checked with existing administrative
memoranda, nmumbered or unnumbered, adequate references made » and previ-
ous instructions rescinded if necessary.

2. I understand you are working on a set of C.I.G. regulations
which will include all existing administrative instructions. Prepara-
tion of these regulations will be much facilitated if the procedure
outlined above is followed. Also there will be much less confusion
by the people attempting to carry out the instructions.

Shea 035

bt
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3+ I have not made a complete check of this document against
all previous administrative orders, but have only cited examples.,
g Further search may reveal others.,

STATINTL

Assistant Executive Director

" f 1 Incl. - Draft of
Administrative Order
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, Oﬁice MemoMndzzm * UNITED STATES GOVERNMENT

TO : Executive for Personnel and Administration DATE: 3 December 1946
FROM. : Chief, Finance Division

SUBJECT: procedure for Requesting Personnel Actions
STATINTL

This is in roference to [N ::1orondun of 19 November 19GTATINTL
which contained various comments and oriticisms regarding the draft of
& proposed procedure for Requesting Personnsl Actions. This proposed

procedure has evised along the lines suggested by N
and ﬂand the revised draft is attached hereto. Your STATINTL
attention is directed to the following points:

1. Paragraph a of I ororandum requests that STATINTL
specific authority be cited. This has been done in the
revised draft., It is not intended that the attached should
be a policy order. The purvose and scope of this order is

. to instruct the operating officials so that they may request

personnel actions on standurd forms in a uniform manner. The

purpose of the parsgraph entitled "Authority"™ is to show the

authority for the issuance of such instructions, and is not

intended to be a complete policy statement. With respect to

| the authority to approve persomnel actions, it is recognized

| thet it is necessary for the Deputy Director, Assistant

} ’ Directors and their representatives to pass on certain types
of appointments before their final approval. However, the

1 responsibility for the final epproval is that of the Chief,

' Personnel Division. The law (USC 43) provides that only the

| : head of an agency or his delegatee mey approve personnel

i actions, and although the Director, Central Intelligence in

| : a Delegation of Authority dated 6 September 1946 vested this

' ' authority in the Bxecutive for Personnel and Administration,

the Chief, Personnel Division and the 4ssistant Chief, STATINTL
Personnel Division, the Chief, Personnel Division is the CIG
representative recognized by the Civil Service Commission as
the appointing official for the 286Nncy. STATINTL

2. Paragraph b of_ memorandum requests that

previous memorsnda on the subject of recruitment be cited.
S0 far &s we have been able to determine there are no previous
memoranda on the subject of recruitment. STATINTL

3. Administrative Order _haa been cited in the revised

draft in sccordance with the request conteined in Psragraph c
of memorandume -

R 73,
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S , 4.

5.

6o

STATINTL

Paragraph d of [ nororandun requests thet O A TINTL
the Procedure for Requesting Personnel Actions be checked
throughout with CIG Administrative Order This has

M_—

been done and there appears to be no confilct hetween the STATINTL
two orders. ‘

Paragraph e of— menorandum requests thaet

previous unnumbered memoranda on the subject of rejections STATINTL
be cited. This cltation has been included in thoe revised o
draft. ‘

The recommendations made in * note have
been incorporated in the revised draft.

- e s s S o 2 - o -~

STATINTL

EDWARD R. SAUNDERS
Chief, Finance Division

et
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CENTRAL INTELLIGENCE GROUP

CIG ADMINISTRATIVE ORDER NOos..

PROCEDURE( FOR REQUESTING PERSONNEL ACGTIONS

1. APPLICATION

This order is applicable only to those personnel actions affecting
vouchered civilien employees of the CIG.

2»  AUTHORITY

Delegation of Authority dated September 6, 1946 signed by the Director
Central Intelligence authorized the Chief, Personnel Division to approve
personnel actions for the CIG. It is the responsibility of the Chief,
Personnel Division, to ascertain that CIG policy and the stendards
established by the Civil Service Commission are observed in connection
with the employment of all vouchered civilian employeess

S+ RECRUITMENT

&s The Persomnel Division will conduct a recruiting program to provide
qualified personnel to meet the needs of the agency and will make
or clear all initial contects with individuals under consideration
for employment or assignment to CIG. It is recognized that, in
recruiting certain specielized types of personnel, operating
officials will wish to make direct contaot with applicants whom
they know to be proficient in purticular fields of endeavor;
arrangements for such direct contacts mey be made with the
Personnel Division. However, no official of an operating office
or branch is authorized to make definite comuitments to an
individual regarding employment, salary, eto., without prior
clearance from the Personnel Division, nor will commitments be
made to militery or naval personnel for employment in & civilian
capacity without prior clearance and approval of the Chief,
Porsonnel Division.

be The normal procedure for the recruitment of civilian personnel
will be as follows:

(1) The operating office or branch will advise the Personnel

P Division of its pPersonnel requirements on Recruitment
; Rg.qil.est Form No., 37+8y in line with egtablished personnsel
\ ceilings,

(2) fThe Procurement and Assessment Section, Persomnel Division
. will arrange initial interviews with potentially eligible
individuals and where they appear to be qualified will
: arrenge for them to be interviewed by an official of the
&é_ operating branch,

T
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2T (3) An epplicant found to be sulteble by the operating branch
. will be returned to the Procurement and Assessment Section,
Personnel Division, and his employment may be requested by
initiating Form No. 37-3, Personnel action Request,

|
] ‘ 4.  SECURITY CLEARANCE AND APPOINTMENT

as Prior to appointment, all personnel must receive security clearance
in accordance with CIG policy and regulations,

" be When a qualified candidate for a position hes been found, and the
office or branch has requested his employment on Form No. 37-3, the
Personnel Division will secure application Form 57 in duplicate,
unless these forms have been Previously secured by the office or
branch, and will have the individual execute Security Form No. 38-1,
Personnel History Statement., ‘

% Security Form No. 38-1 will be forwarded by the Personnel Division
‘ © to the Security Division, and used as s basis for & thorough

i : investigation of the individual. ypon completion thereof, the

" . Personnel Division will be advised of the approval or disapprovale

de Upon notifiocation that the individual is acceptable from the
; : standpoint of security, the Personnel Division will ascertain that
B Form No. 57 and other pertinent documents are attached to Form No.
87-3 and will route the form and attachments to the Budget Section
for review ang approval as to availability of funds and compliance
with agency persormel ceilings, .

es After review and approval, the Budget Section will return the Form
! Nue 37-3 to the Persomnel Division for review and evaluation of the
{ ' position by the Classification Section a.nd/or an evaluation of the
; qualifications of the individual by the Procurement and Assessment
| Section.
‘ PROLYREM g::lv'?" Ave
f+ Upon favorable decision by the Classification and/orAAssessment
Sactions the Chief, Personnel Division will approve the Form Nos
37-3, issue a Personnel Action Notification and make appropriate
distribution thereof, .

ge If the appointment of a prospective employes is disapproved for
N security or other reasons, the Form No. 37-3 will be returned to
; the initiating officer and the Chief, Personnel Division or the
Chief, Personnel Procurement Section will, in accordance with the
instructions contained in & memorendum dated 7 November 1946 8igned
by the Executive for Personnel and Administration, initiate and
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v 6+ REPORTING FOR DUTY-~NEN EMPLOYEES

ts New employees will be notified by the Tremsactione Section,
Personnel Division when to report for duty., Upon reporting
' , for duty they will be given the oath of office, scheduled for
physical exemination, and advised how to make necessary
arrangements for salary, allotments, withholding tax, bond
deducticns, eto,

be Prior to directing the employve to report for duty to the
edministrative officer or other appropriate official of the
office or branoch in which he is to .be employed, the Transactions
Seotion will arrange appointments for the individual with the
Security Division for the purpose of seouring an identification -
badge, tuking security oath and receiving security indoctrination,

6+ TRANSFERS
—_—

8« Transfer of persomnel from one duty station to another shall not
be made without praor approval of the Chief, Personnel Division.
Requests for such transfer should be initiated by the 0ffice or
Branch Chief on Form No. 37-3 and forwarded to the Personnel
Division.,

b, Transfer of personnel between operating sections, divisions,
branches or offices, or details exceeding 90 days shall not be

approved in writing by the Assistant Director, his Deputy or his 25X1A
Executive Officer,in accordance with the procedure outlined in
Administrative Order _ prior to initiating the request on

Form 37-3 and a copy of the approval must he attached to the Form

No. 37-3. The Personnel Action Request will include a description

of the new duties of the employee in cases of details or transfers

which involve the establishment of new positions. Form fo. 37-3

will be approved by préperly designated officials of the offices

or branches concerned and forwarded to the Personnel Division,

Cs The Personnel Division will ascertain that all pertinent documents
are attached and will route the Form No. 37-3 to the Budget Section
for review and approval as to the aveilability of funds and
compliance with agency personnel ceilings,

de After review and approval, the Budget Section will return the Form
Noe 37-3 to the Personnel Division for review and evaluation of the
position by the Classification Section and/or an evaluation of the
qualifications of the individual by the Procurement and 4ssessment

.‘Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050044-1
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procanemExT AV

0. Upon favorable decision by tho (lassification rmd/or,‘Asﬂessment
Seotions, the Chief, Personnel Division will approve the Form
No. 37-3, issues a Personnel Aotion Nytification, wnd meke
epproprinte distribution thereof,

f« In ouse of disapproval of the Persomnel Aotion Request, the
reasons for the disapproval will be noted on Form No. 37-3 and
returned to the initiating offiocer.

7. CLASSIFICATION OF POSITIONS AND PRONMOTIONS

a. Requests for promotion of employoces or reclassification of
positions will be initiated by properly designated officials
of the operating office or branch on Form No. 37-3 and
forwarded to the Persounel Division.

be The Persomnel Division will ascertain that all pertinont
doouments are attached and will route the Form Noi 37-3 to
the Budget Section for review and approval as to the
availability of funds and coyipliance with agency personnel
ceilings,.

©. After review and approval, the Budget Section will return the
Form No. 37-3 to the Personnel Division for review and evaluation
of the position by the (lassification Seotion and/or an evaluation
of the qualifications of the individuel by the Procurement and
Asssessment Section. ' :

. ”aw'\,w,xr AED

do Upon favorsble decision by the Classification and/or,Assessment
Sections the Chief, Personnel Division will approve the Form Noe
87=-3, issue & Personnel Action Notification and make appropriste
distribution therenf,

6. In case of disapprovsl of the Personnel action Request, the
reasons for the disepproval will be noted on the Form No. 37-3
end returned to the initiating officer.

f+ Automatic within grede salary increases will be effected by the
Personnel Division in accordance with statutory requirements and
no action on the part of the operating offices or branches will
be required,

o 8. TERMINATIONS

8+ A request for the discharge of an employee may be initiated by the
office or branch chief on Form No. 373 accompanied by a full
explanation as to why the discharge is recommended. The Personnel
Division will review the circumstances in each case and action
will be taken in accordence with applicable regulations,
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CENTRAL INTELLICGENCE G ROUP

CIG ADMINTSTRATIVE ORDER NO.

PERSONNEL ACTIONS AFF‘FGTIHG CIG CIVILIANW EMPLOYFLS
WHO AHE PATD T TN W

le Procurement
& The Personnel DMvieion, P & 4 Branch, CIG, is charged with:
(1) Heinteining eurrent data showing outhorized existing vacancies
(both grades and positions) in all CIG offices and 8iaff Bactions,
(2) Clote and constant coordination with CIG offices mnd Staff
Seations to dotormine priority of personnsl requirements to insure
continued efficient operation. | ‘
(3) Obtedning from the Civil Sorvico Commisalon approval of Job
clagaifications v 'ring all OIG ocivilish positions requiring
ﬁuch “pproval,
(4) Dotormining, and maintaining constent contact with, all avail-
able potential sources of qualified individuals to £111 authorized
CIG vaonncies. Such conteots will be oontinuelly exploited to the
oxtent neocossary to insure avallabillty of quelified individuals
to £111 vecancies ag they oocour,
(5) Close coordinstion with the Security Division, P & A Brench,
C1G, to expedite to the fullest possiblo extent all action in
conneotion with final socurity clearmmé of prospective employves,
(8) Imitial oéntaot with prospective employses end expoditious
coyipletion of all administrative action required to employ those
found qualiffed to £111 authorized vasmocies,
(7) Obtaining spproval of appropriste Office or Staff Seotion Head
; prior to hiring sny employee to f111 an suthorized vacanocy, cxocept
’ for clerical and aduinistrative positions in grades CAF-l to CAR-G,
| inclusive, which may be filled without reforence to the 0ffice of

Staff Section condormed,
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be 0ffico mdStalf Seobion Neads are churgod withs
(1) Initiating Porms Mo, 37-3 (Nocrultment Roguost) in briplica.to,

covering porsonnel requirements to £11). osgentinl authord zod’ a

s 20

oles, and 373 (Marsonnel Action Request) in duplicate, covering
omployment of scoeptable individuala, and routing the foms o
the Porsonnel Division for action,
(2) Pinal interview and aoceptance or rojootion of prospective
employeos to £111 vacmecles under their Jurindiotion, except
olerioal and m‘iminiétmtiw persomol to be appointod in grados
CAPwl to CAFWS inclusive.
(3) Providing advice end assistance in the preparation of job
olagsifiontions,
(4) Moldng no commitments rogarding employment or salary to
individuals who may be contaucted droctly prior to reforence to
Porsonnel Division,

Processing “rocedures:

4 Comploted Forms 57 (Application for Fmployment) and 381 {Personal

- HWatory Statement) will be obtained from prospoctive employoe by

Porsonnel Nivision.

bs  In onsos where clerical and administrative positions in grados
CAP=1l to CAF=B inelusive are inwolved, qualification of applicent
to hold position will be determined by Persormel Division, and, if
found qualified, Form %8-1 sent to Security Division for gsevurity
olearance.

8s In cases other than those specified in par. 2b ebove: ‘
(1) Forms w1l be sent to '@ﬁce or Stalf Seotion when sppropriate
vacanoy exiatak requoating recommendation for or a.gninnt smplomnt
and, if acosptable, indication of grade and positlon to be filled,
(2) Upon retum of papers to Persommel Division, 1f applicant is
acgeptable, final detormination of qualiﬂcaﬂ.ons to £111 grade
and position recommended will be made end Fors 38-1 sent o
Security Division for seom'ity clearume.
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(3) Cases involving dimaproement betwoen the alng agency md
the “ersonnel Nivision will boe gent, togothor with full statoment
of fmota, to the Mxecutlve Director for declalon,

(4) Personnel Divislon will inltiate nll reJootion noticen ¢

appliocants,

ds (1) Immodiately wpon roceiving seourity olearance, aotion to come
plote empléymont processing will bo oxpodited by Persommel Division
and ocmployee sassigned.

(2) If Security Division rocommends aprinst employment, appro-
priate notification will bo semt to applioant by Personnel Nyviw

aion and caso cloged.

(3) iny disagreement betwoen Seourity Division and/or Personnel
Division and Office or 5taff Heads will be reflerred to the Txeou-

tive Director for deeision,

8 Personnel Division will obtain suffioient information from the Dudget
Divigion o keep budget restrictions on pergonnel procurerent current at a1l
times. Individual cases will not normally be roferred to the Budget Divisilon

for clearance,

4. Approval of Persommsl Actions.

8. Uelegation of Authority dated September 6, 1946, signed by the

Director Central Intelligence authorized the Chief, Persormel Diviszion,

%o approve personnel actions for the CIG., It is the responsibility of

i the Chlef, Personnel Division, to ascortain that CIG pelioy and the |

stendards ostablished by the Oivil Ssrvice Commuission are observed in

somnection with the employment of nll vouchered civilim omployees.

b, (1) T™he Chiof, Porsommel Division, P & A Branch, may teke final
action for the Diragtor in cases invniving grades CAF=l to 12
Inclusive, and P=l to P~5 inclusive, provided tho head of the

“%
interestod 0ffice or Staff Seotion conourse

 SECRET
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(2) The Exooutive Director must approve for the Director final

hiring in all cases involving grados from CAP=13 to OAF.16

Inclusive, and =8 to M-8 inolusive, Comourrsnce of the head of

tho Intercnted Office or Stalf Section will bo obbained by the

e axcrm Ao

“Division prior to prosentation to the Executive Director
far decinion.

(3) My doubtful cases and those involving di sagreemont betwoon
the rersonnel Division end the 0ffico or Staff “ectlion Woad cone

cerned, will be referred to the txecutive Miroctor for declsion,

B« Trangfors snd Reclassifieation of Pogitiona,

Aotion to sooure reclessification of esteblished positions and trms-
fors of individuals between 0ffices or Stafl Sections will be handled genorally

in the seme mmner as indicated above, excopt for socuri bty check,

6+ Torminations,

Request for temination of employment in the ocase of any employea
will be inltiated by the appropriate Office of Staff Section Hoad on Form 37=3,

and formerded to the Personnel Nivision acoompeniod by a detriled statoment of

the reasons for recommending tormination. Upon roeceipt of such request,

Personnel Division will take appropriate eotion in sccordance with existing
iagulations.

B'v'-\y.\ rzm

“ 2 %;—ﬂg‘t ﬁmﬁém
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CENTRAL INTELLIGENCE GROUP
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PERSONNEL ACTIONS AFFECTING CIG CIVILIAN ENPLOYEES
WHO ARE PAID FROM VOUGHERED FUNDS

25X1A

1. Procurement

2+ The Personnel Division, Persomel and Administratime Branch, CIG,
| is charged with:
(1) Maintaining in coordination with the Finance Division, current
data showing authorizeﬁ existing vacancies (both grades and positions,
in all CIG offices and Staff Sections.
(2) Closc and constant coordination with CIG offices and Staff
~ Sections to determine priority of personnel requircments to in- 4
sure continued efficient operation.
(3) Obtaining from the Civil Service Commission approval of job
classifications covering all .CIG civilian positions requiring
such approval.
(L) Determining, and maintaining constant contact with, all avail~
able potential sources of qualified individuals to fill authorized
CIG vacanciess, Such contacts will be continually exploited to the
extent necessary to insure availability of qualified individuals
to £ill vacencics as they occur,
(5) Close coordination with the Security Division, Personnel and
Administratioe Branch, CIG to expedite to the fulle st possible
extent all action in connection with final security clearance of
prospective employeese
(6) Initial contact with prospective employees and expeditious
completion of all admihistrative action requiréd to employe those
found qualified to £ill ‘authorized vacanciese
(1) Obtaining approval of‘ appropi‘iate Office or Staff Sec{;ion
Head prior to hiring any employee to. fill an authorized vacancy,,
except for clerical and administrative posj.tions in grades CAF-1 ~

to CAF-5, inclusive, which may be i‘illedwithout reference to the

Office or Staff Section concerncds. ' .

be Office and Staff Section Heads are charged with:

(1) Initiating Forms No. 37-8 (Recruitment Request) in triplicate s

covering personnel requirements to .fill essential authorized vacan-

cies, and 37-3 (Personnel Action Request) in duplicate, covering

. e‘”lo ‘t f t-z’b_ R » . the B ,t ;
Approvedmlgor %rglcg;s'eozooﬁ?g'?ﬁtﬁ &&-ﬁﬁ%‘aﬁmmm&&ﬁ e forms to

"the Personna ' ‘

1 Division for acti
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(2) Final interview and acceptance or rejection of prospective
employecs to £ill vacancies under their Jurisdication, except
clerical and administrative personncl to be appointed in grades
CAF=Ll to CAF=-5 inclusivec,
(3) Provi ding advice and assistance in thc preparation of job
classifications.
(L) Malking no commitments rogarding employment or salary to
individuals who may be contacted directly prior to reference to
Personnel Division.

2o Processing Procedurcs,

4o Complete TForms 57 (Application for Employment) and 38-1 (Personal

History Statement) will be obtained from prospective employee by
Porsonnel Division.

'« In cases where clerical and administrative positions in grades

e

CAF-1l to CAF-5 inclusive are involved, qualification of applicant
to hold position will be determined by Personnel Division, and, if
Tound qualified, Form 38-1 sent to Security Division for security
clearance,

C»> In cascs other than those specificd iﬁ par. 2b above: -
(1) Forms will be sent to Office or Staff Scction when appropriate
vacancy exists requesting recommendation for or against cmployment
and, if acceptable, indication of grade and position to be filled,
(2) Upon return of papers to Personnel Division, if applicant is
'acceptab]c) final determination of qualifications to fill grade
and position recommended will be made and Form 38-1 sent to
Security Division for security clearance.
(3) Cases involving disagrecement between the using agency and
the Personnel Division will be sent By the Exccutive for Personnel
and Adnrlnistration; together with full statement of facts, to the
Executive Director for decision, | if ‘the Executive for Personnel
and Administration cannot arrive at an agreemeﬁ'b with the

requesting office.

(L) Personnel Division will initiate all rejection notices to

applicantse

Ig-

(1) Immediately upon receiving secufity‘ clearance, action to com~

plete employment processing will be expedited by Personnel Divisibn -

. * -and employce assignede
- Approved.Ebr Release 2001/07/16: CIA-_RDPB']'-00728ROO
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( If Sucurity Division rocommends against employment, eppro- '
priatc notification will be sent to applicant by Personnel Division
and caso closed.
(3) Any disagrcement between Sccurity Division and/or Fersonncl
Division and Office or Staff Heads will be rci‘crfed fo the Execu-~
tive Dircctor for deecision, in the event the Executive for
Personnel and Administration cannot arrive at an agreement with the
requesting office,

3o - FPersorncl Division will obtain sufficicnt information from the
TMnaance Division to kecp budget restrictions on personnel procurcment current
at all times. Individual cases will not normally be referred to the Biadgnte
Division for cluarance,

L. Approval of Personnel ictions. ‘

~. Delegation of Authority dated Scptember 6, 1946, signed by the

firector Central Intelligence authorized the Chief, Fersonncl

Division, to approve personncl actiéns for the CIG, It is the

responsibility of the Chief, Personnel Division, to ascertain that

CIG policy and the standards cstablished by the Civil Servicce

Comnission are observed in connection with the employment of all

vouchered civilian cmployces.

o (1) The Chicf, Personncl Division, Personncl and Admini&ratim
Branch, may take findl action for the Director in cases invelwring
gradesv CiF-1 to 12 inclusive, and P-1 to P-5 inclusive s 1T Ce-
vided the head of the interested Office or Staff Scotion concurs.
(2) The Executive Director must approve for the Director
final hiring in all_icases involving gradés from CAF-13 to
CAF-ZLS inclusive, and P-6 to P-8 inclusive. Concurrence of
tho hcad of the interested Office or Staff Section will be
obtained by the Persénnel Division prior to presentation to
the Executive Director for decisione
(3) iny cioubtful cases and those involving disagmehent between
the Personnel Division and the Office or Staff Sec'ﬁion Héad
concei'ncd, will be referred to the Bxecutive Director for

LI decisibn; 1n the event the Exccﬁtive'for Personncl and
Administration cén.not reach a staisféctqry agreement with
thé_ requesting office,

‘5., Transfers and Reclassifica‘cion‘of Fositionse

: .Acti;m to secu‘ré reclassification ovf'estéb].ished posifbion;s‘and'

Apmosed o lens A0B1IAT16: GIORDBB AAIZE0MNSMA Lon, win
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o handled generally in the same manner as indicated above » except for
seeurity check. No action on the part of individuals or Officc and
Staff Heads is required to offoct automatic within grade salary increascs,

6, Termingtions.

Request for termination of cmployment in the case of any
cmployee will be initiated by the appropriate Office of Staff Scction
Head on Form 37-3, and forwarded to the Personncl Division accompanied *°
by a detailed statement of the reasons for recommending terminations

Upon rceeipt of such request, Personncl Division will take appropriate

action in accordance with existing repgulations,

25X1A
FOR THE DIRECTOR OF CENI'RAL INTELLIGENCE:
.Deputy Lxccutivo for. Personne
rnd Adminisdration. ... ‘1
N
LOTE:  This docurment is classified "SICRET" only because
of the subject ratier than the contents.
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